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-MESSAGE TO ILLINOIS CITIZENS

Dear Citizens of Illinois:

Preparing youth and adults for entry into the workforce and the ability of individuals to contribute to
society throughout their lives are critical to the economy of Illinois. Public and private interest in
establishing national and state systems of industry-driven skill standards and credentials is growing in
the United States, especially for occupations that require less than a four-year college degree. This
interest stems from the understanding that the United States will increasingly compete internationally
by increasing the skills and productivity of the front-line workforce. The major purpose of skill standards
and credentialing systems is to promote education and training investment and ensure that this
education and training enables students and workers to meet industry standards that are benchmarked
to our major international competitors.

The Illinois Occupational Skill Standards and Credentialing Council {OSSCC) has been working with
industry subcouncils, the Illinois State Board of Education and other partnering agencies to adopt, adapt
and/or develop skill standards for high demand occupations. This document represents the work of the
Business and Administrative/Information Services Subcouncil and the associated standards development
committee. Through this collaborative effort, skill standards products are being developed for a myriad
of industries, occupational clusters and occupations. Upon completion of these products, there will be a
period of feedback and comment from business, industry and labor representatives as well as educators.

Once finalized, these documents will serve as a guide to workforce preparation program providers in
defining content for their programs and to employers to establish the skills and standards necessary for
job acquisition. These standards will also serve as a mechanism for communication among education,
business, industry and labor.

We encourage the review of these standards and request your comments. This effort has involved a great
many people from business, industry and labor. Comments regarding their usefulness in curriculum and
assessment design as well as needs for inservice and technical assistance in their implementation are
critical to our efforts to move forward and improve the documents. A feedback instrument is included
with this document. '

Questions concerning this document may be directed to:

Roger Uhe, Illinois State Board of Education (217/782-2826)

Darcy McGrath, Illinois Community College Board (dmcgrath@iccb.state.il.us)

Sarah Hawker, Illinois Board of Higher Education (hawker@uis.edu)

Linda Lafferty, Illinois State Board of Education (llaffert@spr5.isbe.state.il.us)

Lyle Neumann, Illinois Department of Employment Security (Ineumann@isbe.state.il.us)
Bud Johnston, Illinois Department of Commerce and Community Affairs (217-785-6210)
Dave Gallagher, Illinois Department of Commerce and Community Affairs (dgags@aol.com)

We look forward to your comments.

Sincerely,

7}@%&,@&&&@ N YA sen/ /W,%/ém/
Toths @ Goonst—"" Bornwf Aiyry
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THE ILLINOIS PERSPECTIVE

The Illinois Occupational Skill Standards and Coordinating Council (IOSSCC) endorces occupational skill
standards and credentialing systems for occupations that (a) require basic workplace skills and technical
training, (b) provide a large number of jobs with either moderate or high earnings, (c) provide career
advancement opportunities to related occupations with moderate or high earnings. The nine-member
Council was established by The Occupational Skill Standards Act (PA 87-1210). The council,
representing business, industry and labor and working with the Illinois State Board of Education in
partnership with the Illinois Community College Board, Illinois Board of Higher Education, Illinois
Department of Employment Security and Illinois Department of Commerce and Community Affairs, has
created a common vision for workforce development in Illinois.

Vision

It is the vision of the IOSSCC to develop a statewide system of industry-defined and recognized skill
standards and credentials for all major skilled occupations providing strong employment and
earnings opportunities in Illinois. Information related to occupational employment and earning

opportunities is determined by the Illinois Occupational Information Coordinating Committee
(IOICC) in cooperation with business and industry.

Subcouncils and Standards Development Committees

The Council developed industry subcouncils (representing all major industries in Illinois) to review,
approve and promote occupational skill standards and credentialing systems. In cooperation with
organizations such as The Illinois State Chamber of Commerce, the Illinois AFL-CIO, the Illinois
Manufacturers’ Association and others, the Council established the first five subcouncils in 1995—
Agricultural and Natural Resources, Manufacturing, Health and Social Services, Hospitality and
Business and Administrative/Information Services.

The remaining subcouncils include Applied Science and Engineering Services, Legal and Protective
Services, Transportation and Distribution, Educational Services, Financial Services, Marketing and
Retail Trade, Communications, Construction and Energy and Utilities.

The Standards Development Committees, composed of business, labor and education

representatives, are experts in the related occupational cluster and work with the product developer
to

* develop or validate occupational skill standards,
+ identify related academic skills,

+ develop or review assessment or credentialing approaches, and recommend endorsement of the
standards and credentialing system to the industry subcouncil.

Expected Benefits for Employers, Educators, Students and Workers

Occupational skill standards and credentialing systems are being developed and promoted by the
IOSSCC to improve Illinois’ competitiveness. Such standards and credentialing systems provide a
common language for employers, workers, students and education and training providers to
communicate skill requirements and quality expectations for all major industry and occupational areas.

For Employers, skill standards will
* Improve employee recruitment and retention by more clearly identifying skill requirements.
* Encourage improved responsiveness and performance of education and training providers.

» Enlarge the pool of skilled workers.
* Focus attention on the importance of training investment.
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For Education and Training Providers, skill standards will

*+ Provide information on all major industries and occupations.

+ Contribute to program and curriculum development.

+ Strengthen relationships between educators and training providers.
* Improve career planning.

For Students and Workers, skill standards will

* Foster better decision making concerning careers and the training necessary to acquire
well-paying jobs.

* Allow more effective communication with employers about what they know and can do.

+ Allow more effective work with employers in career development and skill upgrading.

10SSCC Requirements for Occupational Skill Standards

Any occupational skill standards and credentialing system seeking IOSSCC endorsement must

* represent an occupation or occupational cluster which meets the criteria for IOSSCC
endorsement;

* address both content and performance standards for critical work functions and activities for
an occupation or occupational area;

+ ensure formal validation and endorsement by a representative group of employers and
workers within an industry;

* provide for review, modification and revalidation by an industry group a minimum of once
every five years;

* award credentials based on assessment approaches that are supported and endorsed by the
industry and consistent with nationally recognized guidelines for validity and reliability;

+ provide widespread access and information to the general public in Illinois;

* include marketing and promotion by the industry in cooperation with the partner state
agencies.

Definitions and Endorsement Criteria

The definitions and endorsement criteria are designed to promote the integration of existing and future
industry-recognized standards, as well as the integration of the Illinois academic and occupational skill
standards. Because all skill standards must address the critical work functions and activities for an
occupation or industry/occupational area, the Council further defined three major components:

+ Conditions of Performance: The information, tools, equipment and other resources
provided to a person for a work performance.

* Statement of Work: A description of the work to be performed by a person.

+ Performance Criteria: The criteria used to determine the required level of performance.
These criteria could include product characteristics (e.g., accuracy levels, appearance), process
or procedural requirements (e.g., safety, standard professional procedures) and time and
resource requirements. The IOSSCC also requires performance criteria to be further specified
by detailed individual performance elements and assessment criteria.

The IOSSCC is currently working with the Illinois State Board of Education and other state agencies to
integrate the occupational standards with the Illinois academic standards which describe what students
should know and be able to do as a result of their education. The Council is also working to integrate
workplace skills—problem solving, critical thinking, teamwork, etc.—with both the academic and
occupational skill standards.




The lllinois Model

Illinois Occupational Skill Standards describe what people should know and be able to do and how well
these skills and knowledge will be demonstrated in an occupational setting. They focus on the most
critical work performances for an occupation or occupational area. As seen in the following model,
Illinois Occupational Skill Standards contain at least these three areas:

* Performance Skill
+ Skill Standard
* Performance Elements and Assessment Criteria

The following sections may also be included at the direction of the specific standards development
committee:

* Performance Area
* Assessment and Credentialing Approach

Ilinois Occupational Skill Standards also carry a coding at the top of each page identifying the state,
fiscal year in which standards were endorsed, subcouncil abbreviation, cluster abbreviation and standard
number. For example, the twenty-fifth skill standard in the Information Processing, which has been

developed by the Business and Administrative/Information Services, would carry the following coding:
11..96.BAILIP.25

A model for Illinois Occupational Skill Standards showing the placement of the coding and providing a
description of each area within a standard is contained on the following page.



IL. FY. SUBCOUNCIL. CLUSTER. STANDARD NO.

SUMMARY OF WORK TO BE

PERFORMED. SUMMARY IS BRIEF A
AND BEGINS WITH AN ACTION VERB. jm Performance Area

SKILL STANDARD

CONDITIONS OF PERFORMANGCE

Includes all information, tools, equipment and other resources provided
to the learner for performing the work.

WORK TO BE PERFORMED

Provides an overview of the performance with the major elements or steps
being described under Performance Elements and Assessment Criteria.

PERFORMANCE CRITERIA

Includes product characteristics (e.g., accuracy levels, appearance) and/or
process or procedure requirements (e.g., safety requirements). Time
limits are specified whenever possible.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

Statement of the major elements, components or steps of the overall
performance and the assessment criteria for determining successful
performance. Includes all major tasks, the knowledge to be demonstrated
and specific assessment criteria.

ASSESSMENT AND CREDENTIALING APPROACH

Optional statement of suggested assessment approaches for the performance
which also refers to existing assessment and credentialing systems.
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DEVELOPMENTAL PROCESS

After studying the current labor market information, the Business and Administrative/Information
Services Subcouncil recommended the information processing cluster to be the first occupational area for
which performance skill standards would be developed. This cluster meets the criteria established by the
Council for performance skill standard development:

* education and training requirements
* employment opportunities
* earnings potential

In addition, the performance skill standards for information processing form a core of skills, some of
which are found in other office, marketing and management clusters such as the following:

* Administrative Support

* Accounting

* Computer Operation and Programming
* Financial Services

* Business Ownership and Management
+ Marketing

* Business Management

In addition, many of these skills may be found in other occupational areas such as Hospitality,
Electronics, Graphic Arts, Communications, Agriculture, and Health Occupations.

The Business and Administrative/Information Services Subcouncil recommended developing the
Information Processing Cluster Performance Skill Standards first and utilizing these skills in the
development of other performance skill standards as recommended by the various standard development
committees for other cluster areas.

In September 1995, the Business and Administrative/Information Services Subcouncil began
performance skill standard development in the Information Processing Area. The occupations for which
performance skill standards were developed are :

* Level 1: Computer Information Processing Support Person
* Level 2: Computer Information Processing Generalist
* Level 3: Computer Information Processing Specialist

Typical responsibilities for each of the three occupational levels follow:

Level 1: Computer Information Processing Suppont Person

Operates computer equipment to prepare memos, letters, reports, forms or other correspondence from
rough draft or corrected copy. May prepare memos, letters, reports, forms or other correspondence
from voice recording. May perform basic office operations including processing incoming and outgoing
telephone calls, processing incoming and outgoing mail, transmitting and receiving messages
electronically, maintaining inventory, ordering equipment and supplies and locating and retrieving
information from hard copy sources. May input, update and store data in existing databases and
spreadsheets. May handle computer file manipulation such as creating data directories; copying,
renaming, moving and deleting files; copying disks; and making backups of data directories. (Other
possible job titles include Information Clerk, Correspondence Clerk, Word Processing Equipment
Operator, Data Entry Keyer and Microcomputer Operator 1.)

Level 2: Computer Information Processing Generalist

May perform all duties listed under Level 1 plus handle office procedures including preparing and
maintaining filing system, maintaining appointment calendar (hard copy and on computer), performing

vil 1 0



routine maintenance on office equipment and preparing and processing time sheets (soft copy and hard
copy). May do more advanced document processing including preparing files to merge, preparing mailing
- labels and envelopes from merge file, preparing outlines using the outline feature, scanning documents,
locating and retrieving information from electronic sources and creating databases and spreadsheets.
(Other possible job titles include Information Processor, Data Typist, Administrative Clerk and
Microcomputer Operator 2.)

Level 3: Computer information Processing Specialist

May perform all duties listed under Levels 1 and 2 plus more advanced computer applications including
creating and updating documents using desktop publishing features of word processing or desktop
publishing software; putting together slide shows, speakers' notes and handouts using presentation
software; revising stored datebases; using queries; customizing reports; editing spreadsheets and
utilizing the calculation function in spreadsheets; creating graphs and charts from spreadsheets and
importing graphics, spreadsheets, text and data into word processing documents. May perform office
assistant duties including preparing and answering routine correspondence, processing advanced
incoming and outgoing telephone calls, determining the best mailing services and process outgoing mail,
making domestic travel arrangements and preparing itineraries and categorizing expenses and preparing
expense reports. (Other possible job titles include Microcomputer Support/Software Specialist and
Microcomputer Operator 3.)

The Information Processing Standards Development Committee met three times between November
1995-and March 1996 and also utilized the mail and fax between each of these meetings to develop these
performance skill standards.

A product developer knowledgeable with the information processing cluster began the process of
performance skill identification. Given the range of skills within the three occupations, the initial charge
for the product developer was to prepare an organizational framework that would address the major
skills expected in the workplace.

A standards development committee composed of workers at all levels within the cluster was convened.
The framework and initial outline of performance skills were presented to the standards development
committee for review, adjustment and/or validation. During the initial meeting, the framework was
accepted and the outline of skills finalized. Work then started on the development of the skill standards
statements and the elements/assessment criteria in accordance with the direction established by the
Ilinois Occupational Skill Standards and Credentialing Council. The product developer submitted the
draft performance skill standards to the Standards Development Committee for review and revision.
The Standards Development Committee met once again to review the skill standards and make
recommendations focused on consistency in terminology.

A complete set of skill standards was provided to the Business and Administrative/Information Services
Subcouncil. The Subcouncil reviewed the materials in-depth. Comments submitted by members of the
Subcouncil and those requested from outside reviewers have been integrated into the final product. A
statement of assumptions accompanies this document to provide context for the standards document.

Industry Commitment for Development and Updating
The development of these performance skill standards is a result of the efforts of the subcouncil and the
standards development committee. The development effort utilized the following steps:

* Performance skills were identified by the product developer.

* Resources were reviewed.

* Standards development committee of incumbent workers was convened.

* Performance skills were validated and approved by standards development committee.
* Draft performance skill standards were developed.

* Skill standards were reviewed by standards development committee.

* Skill standards were reviewed and approved by subcouncil

* Subcouncil adopted the skill standards.
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ASSUMPTIONS FOR INFORMATION PROCESSING STANDARDS

Skill standards statements assume:

1.

10.

11.

12.

Workplace skills (employability skills) are expected of all learners. Socialization skills needed
for work are related to the lifelong career experience and are not solely a part of the initial
schooling process.

Specific policies and procedures of the worksite will be made known to the learner and will be
followed.

Time elements outlined for the skill standards result from the experience and consideration of
the panel of experts who made up the standards development committee.

Skills will progress from simple to complex. Once a skill has been successfully performed, it
must be incorporated into more complex skills.

The selection of skill standards is not intended to embrace the entire skill base or body of
current or future knowledge associated with the office occupations area.

Skill standards are developed to describe the skill only and do not detail the background
knowledge or beginning skills related to demonstrate the particular skill. In the information
processing cluster, these background knowledges and beginning skills would include
keyboarding, formatting, document processing, machine transcription, proofreading techniques,
business composition, computer applications, computer knowledge, computer terms, phone
operations, mail handling, information processing concepts, mathematical applications, business
English applications, spreadsheet use, database concepts, desktop publishing concepts, office
procedures, basic word and data processing concepts, parts of a business letter and many other
background knowledges and beginning skills needed to receive credentialing in these
performance skill standards. This core of background knowledge and beginning skills forms a

foundation for all clusters in the Business and Administrative/Information Services
occupational areas.

Although the skill standard enumerates steps to successful demonstration, rote approaches to
the outcomes are not prescribed.

Skills are identifiable, measurable standards of practice which students may use to demonstrate

competency to employers. Students may develop portfolios of competencies to accompany them
into a competitive workplace.

Skill standards are selected because they meet industry and employer néeeds and professional
standards of practice.

Skill standards are designed to reflect international standards for good information processing
practices.

Skill standards do not replace, supersede or substitute for procedure manuals.

Skill standards are performed under conditions consistent with safe laboratory practice.
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PERFORMANCE SKILL LEVELS

Computer Information Processing Support Person (Level 1) performs the skills listed below
except those inside in the unshaded boxes and black boxes.

Computer Information-Processing Generalist (Level 2) performs all the skills listed below
except those in the black boxes.

Computer Information Processing Specialist (Level 3) performs all skills listed below.

Word Processing Key, print and store formal and informal meeting minutes from
legible longhand or edited rough draft.

Key, print and store news releases from legible longhand or edited
rough draft.

Key, print and store agendas from legible longhand or edited
rough draft.

Key, print and store glossary files from legible longhand or edited
rough draft.

Key, print and store correspondence (letters and memos) from
legible longhand or edited rough draft. '

Key, print and store business reports and manuscripts from
legible longhand or edited rough draft.

Open existing documents and revise, print and store new
documents from the existing documents using “Save” or “Save As.”

Merge (from existing files) and print correspondence (form
letters).

Key, print and store mailing labels.

Machine Transcription , Key, print and store formal and informal meeting minutes from
' machine transcription.

Key, print and store news releases from machine transcription.
Key, print and store agendas from machine transcription.

Key, print and store correspondence (letters and memos) from
machine transcription.

Key, print and store business reports and manuscripts from
machine transcription.

Basic Office Operations Process basic incoming and outgoing telephone calls.
Process incoming and outgoing mail.
- Transmit and receive messages electronically.
Order and maintain inventory of equipment and supplies.

Locate and retrieve infbrmation from hard copy.

Basic Data Processing Input, update and store data into records in an existing database.

Open stored spreadsheet, input and update data into spreadsheet,
store revised spreadsheet and print revised spreadsheet.
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Computer Flle Manipulation

Create data directory and subdirectories/folders and place files in

subdirectories/folders. Copy, rename, move and delete files. Copy
a disk.

Make backup disks/files of a data directory or subdn'ectory/folder
and delete data from backup disks/files.

Office Procedures

Prepare and maintain a filing system.
Maintain appointment calendar (hard copy and on computer).

Perform routine maintenance on office equipment (change toner/
ink jet cartridge/ribbon, clear paper jams, clean monitor, etc.).

Prepare and process time sheets (soft copy and hard copy).

Document Processing

Key, print and store merge documents (form letters, mailing
labels and envelopes).

Key, print and store outlines (using outline feature) from legible
longhand or edited rough draft.

Scan documents onto a formatted storage medium and import
into a word processing program.

Locate and retrieve information from a variety of electronic
sources.

Prepare, place and send information on the Internet.

Key, print and store transparency masters for presentation from
legible longhand or edited rough draft using presentation
software.

Plan and create database, input and update data into records,

Operations store database, print quick reports from database.
Create spreadsheet, input data into spreadsheet, update data in
spreadsheet and store spreadsheet.
Create and update documents using desktop publishing features

Computer Applications

l{fC BEST COPY AVAILABLE

of a word processing package or desktop publishing software
package.

Put together slide show, speaker notes and handouts of slides
using presentation software.

Open/retrieve stored database: rename, insert, move and delete

l fields: use queries and generate report: customize report (add

graphics. functions).

Retrieve spreadsheets. copy data from one spreadsheet to
another, link spreadsheets. edit data in a linked spreadsheet,
print and store spreadsheets.

Create graphs and charts from spreadsheets.

Import graphics. spreadsheets. text and data into word processing
j documents.




Office Assistant Duties

Prepare. compose and answer routine correspondence.

Process advanced incoming and outgoing telephone calls.

Determine best method of mailing services and process outgoing
domestic mail.

Make domestic travel arrangements and prepare itinerary.

Categorize expenses and prepare expense reports.

Perform Information
Processing Activities

 BEST COPY AVAILABLE
ERIC

Aruitoxt provided by Eic:

Key, process, print and store text and data information using
integrated software.

Create and use macros and styles to save time.

Troubleshoot basic computer malfunctions.
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KEY, PRINT AND STORE FORMAL AND INFORMAL IL.96.BALIP. 1

MEETING MINUTES FROM LEGIBLE LONGHAND ‘
OR EDITED ROUGH DRAFT. | o WORD PROCESSING

SKILL STANDARD

l

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Appropriate software

Printer

Legible copy to be keyed (five pages)

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing meeting
minutes

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following two business documents:

Minutes (one page single-spaced) from a one-hour informal committee
meeting

Minutes (four pages sinéle-spaced) from a three-hour formal meeting

PERFORMANCE CRITERIA

One and one-half hours* will be given to complete the computer projects.

The two documents must be input in business report format and must be error
free when printed.

Each document will be printed for evaluation.

* This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment

a. Turn on microcomputer or

b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.

Review draft copy and any special instructions from originator.

Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).

4. Keyboard the documents. Save frequently if minutes are lengthy.

5. Run spell check.

w»
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9.

10.
11.
12.
13.
14.

Proofread minutes while still on monitor and input corrections; proofread for
correctness of content, format, grammar, punctuation, capitalization and word
divisions. : :

Print minutes.

Proofread and edit hard copy of minutes using proofreader’s symbols to
indicate changes.

Input corrections to minutes (use insert, delete, move, copy and search and
replace commands). '

Store/Save documents.

Print minutes. .

Repeat steps 8 - 11 until all errors have been found and corrected.

Remove diskette from disk drive. Label and file diskette (if applicable).

Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.
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IL.96.BALIP. 2

KEY, PRINT AND STORE NEWS RELEASES FROM

LEGIBLE LONGHAND OR EDITED ROUGH DRAFT. WORD PROCESSING

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Appropriate software

Printer

Copy to be keyed

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing news
releases

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following business document:

Three-page double-spaced news release

PERFORMANCE CRITERIA

Forty-five minutes* will be given to complete the computer project.

The document must be input in news release format and must be error free when
printed.

The document will be printed for evaluation.

* This does not allow for interruptions.

'PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.

2. Review draft copy and any special instructions from originator.

3. Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).

4. Keyboard the document (save frequently if news release is lengthy).

5. Run spell check.

6. Proofread news release while still on monitor and input corrections; proofread
for correctness of content, format, grammar, punctuation, capitalization and
word divisions.

7. Print news release.




9.

10.
11.
12.
13.
14.

L

Proofread and edit hard copy of news release using proofreader’s symbols to .
indicate changes.

Input corrections to news release (use insert, delete, move, copy and search
and replace commands).

Store/Save document.

Print news release.

Repeat steps 8 - 11 until all errors have been found and corrected.

Remove diskette from disk drive. Label and file dlskette af apphcable)

Log off of computer (if applicable).

’

The steps of performarce have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used
to perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academlcs and knowledge needed to complete Skill
Standard.
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KEY, PRINT AND STORE AGENDAS FROM LEGIBLE IL 96 BALIP. 3
LONGHAND OR EDITED ROUGH DRAFT. WORD PROCESSING

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Appropriate software

Printer

Legible copy to be keyed

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing agendas

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following two business documents:

One-page agenda
Four-page agenda

PERFORMANCE CRITERIA

One and one-half hours* will be given to complete the computer projects.

The two documents must be input in agenda format using appropriate software
features (bold, underline, italics, centering, font sizes) and must be error free when
printed.

Each document will be printed for evaluation.

* This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.

a. Turn on microcomputer or

b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.

Review draft copy and any special instructions from originator.

Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).

Keyboard the documents. Save frequently if agendas are lengthy.

Run spell check.

Proofread each agenda while still on monitor and input corrections; proofread
for correctness of content, format, grammar, punctuation, capitalization and
word divisions.

7. Print each agenda.

| 5
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8.

9.

10.
11.
12.
13.
14.

Proofread and edit hard copy of each agenda using proofreader s symbols to
indicate changes.

Input corrections to each agenda (use insert, delete move, copy and search
and replace commands).

Store/Save documents.

Print each agenda.

Repeat Steps 8 - 11 until all errors have been found and corrected.

Remove diskette from disk drive. Label and file diskette (if applicable).
Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academics and khowledge needed to complete Skill
Standard.
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IL.96.BALIP. 4

KEY, PRINT AND STORE GLOSSARY* FILES

FROM LEGIBLE LONGHAND OR EDITED ROUGH DRAFT. "~ WORD PROCESSING

SKILL STANDARD

CONDITIONS OF PERFORMANGE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Appropriate software

Printer

Legible copy to be keyed

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing glossary
files

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following documents:

Eight glossary* files
A document using some of the glossary files

PERFORMANCE CRITERIA

One hour** will be given to complete the computer projects.

The eight files must be input in correct format and must be error free when
printed.

An error-free document will be created using some of the glossary files.

Each glossary file and the document created from some of the glossary files will be
printed for evaluation.

*Glossary files are text or instructions that are frequently used.

** This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.

a. Turn on microcomputer or

b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.

Review draft copy and any special instructions from originator.

3. Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).

Keyboard the glossary files. Save frequently if text is lengthy.

Run spell check.

L
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6. Proofread glossary files whlle still on momtor and 1nput corrections; proofread
for correctness of content, format, grammar, punctuation, capltahzatlon and
word divisions.

7. Print glossary files.

8. Proofread and edit hard copy of glossary files using proofreader’s symbols to
indicate changes.

9. Input corrections to glossary files (use insert, delete, move, copy and search
and replace commands). :

10. Store/Save glossary files.

11. Print glossary files.

12. Repeat steps 8 - 11 until all errors have been found and corrected

13. Keyboard a document using some of the glossary files.

14. Proofread document while still on monitor and input corrections; proofread for
correctness of content, format, grammar, punctuatlon capltahzatlon and word
divisions.

15. Print document.

16. Proofread and edit hard copy of document using proofreader's symbols to
indicate changes.

17. Input corrections to document (use insert, delete move, copy and search and
replace commands). :

18. Store/Save document.

19. Print document.

20. Repeat steps 16 - 19 until all errors have been found and corrected.

21. Remove diskette from disk drive. Label and file diskette (if apphcable)

22. Log off of computer (if applicable).

The steps of performance have been numbered to show an appropridte sequence of
completing the work to be performed; however, a different sequence may be used
to perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.
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| KEY, PRINT AND STORE CORRESPONDENCE - MLesBALR s
(LETTERS AND MEMOS) FROM LEGIBLE -
LONGHAND OR EDITED ROUGH DRAFT,

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

WORD PROCESSING

Verbal and/or written instructions

Computer

Appropriate software

Printer

Legible copy to be keyed

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing memos
and letters

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following business documents:

One-half-page memo
One-page letter (three paragraphs)
One and one-half-page letter with a header on page two

PERFORMANCE CRITERIA

One hour* will be given to complete the computer projects.

The three documents must be input in memo or business letter format
and must be error free when printed.

Each document will be printed for evaluation.

* This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.

a. Turn on microcomputer or

b. Log on computer if using terminal/computer mainframe or minicomputer.

¢. Turn on printer, load and adjust paper.

Review draft copy and any special instructions from originator.

3. Set up format (margins, spacing, type style and size, page length, tabs,
special features, headers or footers, pagination, style sheet, etc.).

. Keyboard the documents. Save frequently if memo or letter is lengthy.

5. Run spell check.

g

b
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9.

10.
11.
12.
13.
14.

- P
i 1 i

Proofread correspondence while still on monitor and input corrections;- -
proofread for correctness of content, format, grammar punctuatron
capitalization and word divisions. -
Print correspondence.

Proofread and edit hard copy of correspondence usrng proofreader s symbols to
indicate changes.

Input corrections to correspondence (use insert, delete, move, copy and search
and replace commands).

Store/Save documents.

Print correspondence.

K

Repeat steps 8 - 11 until all errors have been found and corrected

Remove diskette from disk drive. Label and file diskette (if applicable).
Log off of computer (if applicable).

The steps of performmance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH ||

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.
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KEY, PRINT AND STORE BUSINESS REPORTS [ o HLeeBALR 6
AND MANUSCRIPTS FROM LEGIBLE LONGHAND NI

OR EDITED ROUGH DRAFT. , WOHII PROCESSING

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written mstructmns

Computer

Appropriate software

Printer

Legible copy to be keyed

Reference books such as a dictionary, word division manual,
punctuation guide and capitalization guide

Office reference manual that includes information on preparmg busmess
reports and manuscripts

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following two business documents:

One-page report
1,500-word manuscript with side heading and page numbering

PERFORMANCE CRITERIA

One and one-half hours* will be given to complete the computer projects.

The two documents must be input in business report format and must be
error free when printed.

Each document will be printed for evaluation.

* This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.
2. Review draft copy and any special instructions from originator.
3. . Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).
Keyboard the report. Save frequently if report is lengthy.
Run spell check.
Proofread report while still on monitor and input corrections; proofread for
correctness of content, format, grammar, punctuation,
capitalization and word d1v181ons

7. Print report. : o m
Q
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9.

10..
11.
12.
13.
14.
15.

- . Tt e kg
PRSI B

-~ LSRR

Proofread and ed1t hard copy of report usmg proofreader s symbols to 1nd1cate ”
changes.

Input corrections to report (use 1nsert delete move, copy and search and
replace commands).

Store/Save. report.

Print report.

Repeat steps 8 - 11 until all errors have been found and corrected. _

Repeat steps 2 - 12 for preparing the manuscript.

Remove diskette from disk drive. Label and file dlskette af apphcable)
Log off of computer (if applicable). - :

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a deferent sequence may be used to
perform the work. .

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.- :
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IL.96. BALIP. 7

OPEN EXISTING DOCUMENTS AND REVISE, PRINT
AND STORE NEW DOCUMENTS FROM THE EXISTING

DOCUMENTS USING "SAVE" OR “SAVE AS." - WORD PROCESSING

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Appropriate software

Printer

Edited hard copy

Existing documents on disk .

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing letters -
and business reports

Equipment/software manuals

WORK TO BE PERFORMED

Open documents, make minor revisions, print and store (using "save" or
"save as") the following business documents:

One-page letter (use "save")
Two-page report (use "save as")

PERFORMANCE CRITERIA

Twenty minutes* will be given to complete the computer projects.

The documents must be revised in correct format utilizing cut, copy, paste, search
and replace, etc., where appropriate and must be error free when printed. Docu-
ments will be stored with "save" or "save as," whichever is appropriate.

Each document will be printed for evaluation.

*This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.

a. Turn on microcomputer or

b. Log on computer if using terminal/computer mainframe or minicomputer.

¢. Turn on printer, load and adjust paper.

Review edited copy and any special instructions from originator.

Set up format (margins, spacing, type style and size, page length, tabs, special

- features, headers or footers, pagination, style sheet, etc.).

4. Retrieve the existing documents and keyboard the changes. Save frequently if
documents are lengthy.

el
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9.

10.
11.
12.
13.
14.

Run spell check

" Proofread documents while st1ll on momtor and 1nput correct1ons proofread
. for correctness of content, format grammar punctuatlon cap1tahzat1on and

word divisions.

Print documents.

Proofread and edit hard copy of documents using proofreader’s symbols to
indicate changes. ’

Input corrections to documents (use insert, delete, move, copy and search and

replace commands). _ _
Store/Save documents using "save" or "save as," whichever .is appropriate.
Print documents. ' ’

Repeat steps 8 - 11 until all errors have been found and corrected.
Remove diskette from disk drive. Label and file diskette (1f apphcable)
Log off of computer (if applicable).

The steps of performaice have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT ND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.
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MERGE (FROM EXISTING FILES) AND PRINT
CORRESPONDENCE (FORM LETTERS).

IL.96.BAL.IP. 8

SKILL STANDARD

WORD PROCESSING

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Appropriate software

Printer

Two files (on disk) to be merged

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that contains letter formats

Equipment/software manuals

WORK TO BE PERFORMED

Merge (from existing files) and print the following using the merge
feature:

Twelve letters (one page, three paragraphs)

PERFORMANCE CRITERIA

Fifteen minutes* will be given to complete the computer projects.
Two files with merge codes must be merged and must be error free when printed.
The documents will be printed for evaluation.

* This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1.

Do W

Ready equipment.

a. Turn on microcomputer or

b. Log on computer if using terminal/computer mainframe or minicomputer.
c. Turn on printer, load and adjust paper.

Review any special instructions from originator.

Merge the two files.

Print the letters.

Remove diskette from disk drive, and label and file diskette (if applicable).
Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed,; however, a different sequence may be used to
perform the work.
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ASSESSMENT AND CREDENTIALING APPROACH L o

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill S._tar_l'dard..' o '
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IL.96.BALIP. 9
WORD PROCESSING

KEY, PRINT AND STORE MAILING LABELS

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Appropriate software

Printer

Legible list of names and addresses to be keyed

Labels

Reference books such as a dictionary, word ‘division manual punctuation
guide and capitalization guide

Office reference manual that contains USPS (United States Postal Service)
regulations for mailing labels

Equipment/software manuals

WORK T0 BE PERFORMED

Key, print and store 20 mailing addresses. Print the same addresses on
both of the following:

Sheet of two-column labels
Sheet of three-column labels

PERFORMANCE CRITERIA

Thirty minutes* will be given to complete the computer projects.

The mailing addresses must be input in correct format for labels and must be
error free when printed.

Both sets of labels will be printed for evaluation.

* This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust labels.

2. Review draft copy of mailing addresses and any specml instructions from
originator.

3. Set up format (margins, spacing, type style and size, page length, tabs, special
features, pagination, style sheet, etc.). :

4. Keyboard the mailing addresses. Save frequently.

5. Run spell check.

6. Proofread addresses while still on monitor and input corrections; proofread for
correctness of content, format, punctuation and capitalization.
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7.
8.

9.

10.
11.
12.

13.
14.
15.

Print labels on plam paper.

Proofread and edit hard copy of labels usmg proofreader ] symbols to mdxcate
changes.

Input corrections to labels (use insert, delete, move, copy and search and
replace commands).

Store/Save document.

Print two-column mailing labels.

Adjust (change font size, etc.) mailing addresses for three-column mailing
labels.

Print three-column mailing labels.

Remove diskette from disk drive. Label and ﬁle diskette (1f apphcable)
Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

| ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standerd. '

Written test on related academxcs and knowledge needed to complete Sklll
Standard.
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KEY, PRINT AND STORE FORMAL - (196 BALIP. 10
AND INFORMAL MEETING MINUTES
FROM MACHINE TRANSCRIPTION. MACHINE TRANSCRIPTION

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal instructions

Computer

Appropriate software

Printer

Transcribing equipment

Media to be transcribed

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing meeting
minutes :

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following two business documents:

Minutes (one page single-spaced) from a one-hour informal committee
meeting
Minutes (four pages single-spaced) from a three-hour formal meeting

PERFORMANCE CRITERIA

Two hours* will be given to complete the computer projects.

The two documents must be input in business report format and must be error free
when printed.

Each document will be printed for evaluation.

*This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.
d. Turn on transcribing equipment; insert dictation media; put on earphone(s);

adjust foot pedal and adjust volume, tone and speed controls.
2. Review dictation and any special instructions from originator.

3. Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).

4. Keyboard the documents. Save frequently if minutes are lengthy.

h . m
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5. Run spell check. -

6. Proofread minutes while still on monitor and input correctlons proofread for
correctness of content, format, grammar, punctuatlon, capltahzatlon and word -
divisions.

7. Print minutes. -

8. Proofread and edit hard copy of minutes using proofreader’s symbols to
indicate changes.

9. Input corrections to minutes (use insert, delete, move, copy and search and
replace commands).

10. Store/Save documents.

11. Print minutes.

12. Repeat steps 8 - 11 until all errors have been found and corrected.

13. Turn off transcribing equipment, remove dictation media, note that material
has been transcribed and file dictation media.

14. Remove diskette from disk drive. Label and file diskette (if apphcable)

15. Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related -academics and knowledge needed. t.o complete Skill
Standard. )
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KEY, PRINT AND STORE NEWS RELEASES [
FROM MACHINE TRANSCRIPTION. _ SACHINE TRANSCRIPTION

SKILL STANDARD

CONDITIONS OF PERFORMANGE

Given the following equipment and materials:

Verbal instructions

Computer

Appropriate software

Printer

Transcribing equipment

Media to be transcribed

Reference books such as a dictionary, word division manual, punctuation

- guide and capitalization guide

Office reference manual that includes information on preparing news -
releases

Equipment/software manuals

WORK T0 BE PERFORMED

Prepare, print and store the followfng business document:

Three-page, double-spaced news release

PERFORMANCE CRITERIA

Forty-five minutes* will be given to complete the computer project.

The document must be input in news release format and must be error free when
printed.

The document will be printed for evaluation.

*This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA |8

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
c¢. Turn on printer, load and adjust paper.
d. Turn on transcribing equipment; insert dictation media; put on
earphone(s); adjust foot pedal and adjust volume, tone and speed controls.
2 Review dictation to determine format, length of business document and any
special instructions from originator.
3. Set up format (margins, spacing, type style and size, page length, tabs, spemal
features, headers or footers, pagination, style sheet, etc.).
Keyboard the document. Save frequently if news release is lengthy.

5. Run spell check.
38 21
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6. Proofread news release while still on monitor and 1nput correctlons proofread
for correctness of content, format, grammar, punctuation, capitalization and
word divisions.

7. Print news release. '

8. Proofread and edit hard copy of news release using proofreader’s symbols to
indicate changes.

9. Input corrections to news release (use insert, delete, move, copy and search
and replace commands).

10. Store/Save document.

11. Print news release.

12. Repeat steps 8 - 11 until all errors have been found and corrected. -

13. Turn off transcribing equipment, remove dictation media, note that material
has been transcribed and file dictation media.

14. Remove diskette from disk drive. Label and file diskette (if apphcable)

15. Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a dtfferent sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH |

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.
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IL.96. BALIP. 12

MACHINE TRANSCRIPTION

KEY, PRINT AND STORE AGENDAS
FROM MACHINE TRANSCRIPTION.

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal instructions

Computer

Appropriate software

Printer

Transcribing equipment

Media to be transcribed

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing agendas

Equipment/software manuals

WORK T0 BE PERFORMED

Prepare, print and store the following two business documents:

One-page agenda
Five-page agenda

PERFORMANCE CRITERIA

Two hours* will be given to complete the computer projects.

The two documents must be input in agenda report format and must be error free
when printed.

Each document will be printed for evaluation.

*This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.
d. Turn on transcribing equipment; insert dictation media; put on
earphone(s); adjust foot pedal and adjust volume, tone and speed controls.
2. Review dictation and any special instructions from originator.
3. Set up format (margins, spacing, type style and size, page length, tabs,
special features, headers or footers, pagination, style sheet, etc.).

4. Keyboard the documents. Save frequently if agenda is lengthy.
5. Run spell check.
6. Proofread each agenda while still on monitor and input corrections; proofread

for correctness of content, format, grammar, punctuation, capitalization and

word divisions. m
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9.

10.
11.
12.
13.

14.
15.

Print each agenda.

Proofread and edit hard copy of each agenda using proofreader’s symbols to
indicate changes.

Input corrections to each agenda (use insert, delete, move, copy and search
and replace commands).

Store/Save documents.

Print each agenda.

Repeat steps 8 - 11 until all errors have been found and corrected. ‘
Turn off transcribing equipment, remove dictation media, note that material
has been transcribed and file dictation media.

Remove diskette from disk drive. Label and file diskette (if apphcable)

Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

" Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
~ Standard.




KEY, PRINT AND STORE CORRESPONDENCE H 96 BALIP. 13
(LETTERS AND MEMOS) FROM MACHINE
TRANSCRIPTION. |

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

MACHINE TRANSCRIPTION

Verbal instructions

Computer

Appropriate software

Printer

Transcribing equipment

Media to be transcribed

Reference books such as a dictionary, word division manual, punctuation
guide and capitalization guide

Office reference manual that includes information on preparing letters
and memos

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following business documents:

One-half-page memo
One-page letter (three paragraphs)
One and a half-page letter with header on page two

PERFORMANCE CRITERIA

One hour* will be given to complete the computer projects.

The documents must be input in memo or business letter format and must be error
free when printed.

Each document will be printed for evaluation.

*This does not allow for interruptions

'PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
¢. Turn on printer, load and adjust paper.
d. Turn on transcribing equipment; insert dictation media; put on
earphone(s); adjust foot pedal and adjust volume, tone and speed controls.
2. Review dictation to determine format, length and any special instructions
from originator.
3. Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).

ERIC & =
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Keyboard the documents. Save frequently if correspondence is lengthy

4.
5. Run spell check.
6. Proofread correspondence while still on monitor and input correctxons proof-

read for correctness of content, format, grammar, punctuation, capitalization
and word divisions.
7. Print correspondence.
8. Proofread and edit hard copy of correspondence using proofreader’s symbols to
indicate changes.
9. Input corrections to correspondence (use insert, delete, move, copy and search
and replace commands). :
10. Store/Save documents.
11. Print correspondence.
12. Repeat steps 8 - 11 until all errors have been found and corrected.
13. Turn off transcribing equipment, remove dictation media, note that material
has been transcribed and file dictation media.
14. Remove diskette from disk drive. Label and file diskette (if applicable).
15. Log off of computer (if applicable).

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

- Performance Test - See the Skill Standard.

" Written test on related academics and knowledge needed to complete Skill
Standard.
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KEY, PRINT AND STORE BUSINESS IL.96 BALIP. 14

REPORTS AND MANUSCRIPTS FROM
MACHINE TRANSCRIPTION. MACHINE TRANSCRIPTION

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal instructions

Computer

Appropriate software

Printer

Transcribing equipment

Media to be transcribed

Reference books such as a dictionary, word division manual,
punctuation guide and capitalization guide

Office reference manual that includes information on preparing reports
and manuscripts :

Equipment/software manuals

WORK TO BE PERFORMED

Prepare, print and store the following two business documents:

One-page report
1,500-word manuscript with side headings and page numbering

PERFORMANCE CRITERIA

Two hours* will be given to complete the computer projects.

The two documents must be input in business report format and must be error
free when printed.

Each document will be printed for evaluation.

*This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.
c. Turn on printer, load and adjust paper.
d. Turn on transcribing equipment; insert dictation media; put on earphone(s);

adjust foot pedal and adjust volume, tone and speed controls.

2. Review dictation and any special instructions from originator.

3.  Set up format (margins, spacing, type style and size, page length, tabs, special
features, headers or footers, pagination, style sheet, etc.).

4. Keyboard the report. Save frequently if report is lengthy.

5

Run spell check. ) m

44




6. Proofread report while still on monitor and input corrections; proofread for
correctness of content, format, grammar, punctuation, capitalization and
word divisions.

7. Print report.

8. Proofread and edit hard copy of report using proofreader’s symbols to indicate
changes.

9. Input corrections to report (use insert, delete, move, copy and search and
replace commands).

10. Store/Save report.

11. Print report.

12. Repeat steps 8 - 11 until all errors have been found and corrected.

13. Repeat steps 2 - 12 for preparing the manuscript.

14. Turn off transcribing equipment, remove dictation media, note that material
has been transcribed and file dictation media.

15. Remove diskette from disk drive. Label and file diskette (if applicable).

16. Log off of computer (if applicable).

The steps of perforinance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work. .

ASSESSMENT AND CREDENTIALING APPROACH §

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill -
Standard.




PROCESS BASIC INCOMING | {L96.BALIP. 15
AND OUTGOING TELEPHONE CALLS. ~—BASIC OFFICE OPERATIONS

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Telephone or simulated telephone equipment
Phone directory

Phone message pads

Pen or pencil

WORK T0 BE PERFORMED

Process telephone calls:

Plan and place outgoing telephone call.
Process incoming telephone call.

PERFORMANCE CRITERIA

Ten minutes* will be given to complete the phone calls.

The calls must be processed using appropriate telephone techniques. The phone
message must be complete and accurate. The outgoing call (including looking up
the number) will be planned and a message slip completed for the incoming call.
The two documents must be complete, accurate and legible.

These two forms will be submitted for evaluation.

* This does not allow for interruptions.

' PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment.

a. Place the telephone (or simulated telephone equipment) or

b. Plug in a tape recorder and place tape in the machine.

c. Have notepad and telephone message slips and pen available.

Review special instructions for placing the outgoing call.

Look up phone number in telephone directory.

Plan (in writing) the phone call.

Place the phone call.

Accurately identify the name and organization of person making the call.

Receive an incoming call.

Answer incoming call appropriately by accurately identifying organization and

person answering telephone.

9. Inform caller of availability of desired party and transfer the call or take a
message.

N oo W
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10. Take complete and accurate written message including: =
" a. Name of caller
b. Organization
¢. Phone number
d. Date and time called
e. Message
f. Name of person taking message

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH |

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.
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IL.96.BAL.IP. 16

PROCESS INCOMING

AND QUTGOING MAIL. | -~ - BASIC OFFICE OPERATIONS

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions
Computer

Printer

Appropriate software _

An in-basket of 10 pieces of incoming mail
Date stamp for mail

Calendar

Folders for sorting incoming mail

Malil log to record incoming mail

Twenty letters addressed to individuals
Twenty addressed labels to correspond with letters
Twenty envelopes

Paper

Pen or pencil

WORK TO BE PERFORMED

Process mail:

Process incoming mail.
Process outgoing mail.

PERFORMANCE CRITERIA

Forty-five minutes* will be given to complete the following work:

Process the 10 pieces of incoming mail by stamping date, sorting by
importance, indicating important content, noting missing enclosures,
indicating conflicts with dates or times and noting or attaching
background materials.

Record the mail in the mail log.

Attach pre-addressed labels to envelopes in appropriate location to
conform to U.S. Postal Service standards.

Fold 20 letters and insert in appropriate envelopes.

These two projects will be error free when submitted for evaluation.

* This does not allow for interruptions.

PERFORMANCE ELEMENTS AND ASSESSMENT CRITERIA

1. Ready equipment, if needed.
a. Turn on microcomputer or
b. Log on computer if using terminal/computer mainframe or minicomputer.

¢. Turn on printer. m
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2. Review incoming mail in in-basket.

3. Date-stamp mail.

4. Separate mail by importance.

5. Indicate important content on mail.

6. Note any missing enclosures.

7. Note any conflicts with dates or times indicated.

8 Note or attach any background materials.

9. Record mail in computerized mail log.

10. Log off of computer (if applicable).

11. Attach pre-addressed labels to envelopes for outgoing mail.
12. Fold letters properly and insert in appropriate envelopes.

The steps of performaince have been numbered to show an appropriate sequence of
completing the work to be performed,; however, a different sequence may be used to
perform the work.

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard. ' ' '
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TRANSMIT AND RECEIVE o IF-96-BAI-IP- 17
MESSAGES ELECTRONICALLY. [ " BASIC OFFICE OPERATIONS

SKILL STANDARD

CONDITIONS OF PERFORMANCE

Given the following equipment and materials:

Verbal and/or written instructions

Computer

Printer

Appropriate software

Message to be faxed

E-mail message in computer in-basket

E-mail address of person to send message to
Equipment (computer, printer, fax machine, telephone)
Instruction book for fax machine and e-mail system
Paper

Pen or pencil

WORK TO BE PERFORMED

Transmit and receive messages electronically:

Send and reply to e-mail message.
Send a fax (two pages).

PERFORMANCE CRITERIA

Twenty minutes* will be given to complete the following work:

Send a short e-mail message.
Receive an e-mail message and print a copy.
Send a fax.

An error-free printout of both e-mail messages and transmission slip for fax, if
available, will be submitted for evaluation.

* This does not allow for interruptions or delays.

PERFORMANCE ELEMENTS AND ASSESSMENT RITERIA

1. Ready equipment.

a. Turn on microcomputer or

b. Log on computer if using terminal/computer mainframe or minicomputer.
c. Turn on printer, load and adjust paper.

d. Turn on fax machine.

Key in e-mail message.

Print a hard copy of message.

Send e-mail message.

Read e-mail message in in-box.

Print copy of message. "*

Qo
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7. Send fax. < : | o
8. Log off of computer (if applicable). R . -

The steps of performance have been numbered to show an appropriate sequence of
completing the work to be performed,; however, a different sequence may be used to -
perform the work. '

ASSESSMENT AND CREDENTIALING APPROACH

Performance Test - See the Skill Standard.

Written test on related academics and knowledge needed to complete Skill
Standard.
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ORDE